Name:_____________________

Entry Level ICT – Coursework – Spreadsheets
It is time to show off the skills you have learned in using spreadsheets! This piece of work is for your Entry Level Certificate. This means that you need to do the best you can. It also means that the adults in the room cannot do the work for you. They can give you some advice, but you need to do it all yourself! 
THE TASK

The canteen in Milford Primary has been asked to work out how much all their food is worth. They have asked you to help them.

1. Open the file ‘milford primary tuckshop.xls’ Type your name into cell C1.

2. Maureen from the canteen has counted all the stock and written it down. Enter the items below into the spreadsheet.

	Item
	Price
	Number in stock

	Bacon crisps
	£0.30
	87

	Ready salted crisps
	£0.30
	145

	Iced buns
	£0.40
	35

	Orange juice
	£0.35
	25

	Lemonade
	£0.35
	54

	Mars bars
	£0.45
	67

	Maltesers
	£0.48
	43


3. Just as you finish, Maureen finds three more packets of ready salted crisps in cupboard! Add these to the spreadsheet.

4. Sorry, but Maureen has just noticed that the bacon crisps as actually cheese and bacon crisps. Change the item name so the spreadsheet is right.

5. Maureen again! She just found a box of salt and vinegar crisps. They cost £0.30 and there are 48 packets in the box. Add these to the spreadsheet.

6. Now you need to work out how much the stock is worth. Add a column after ‘Number in Stock’ called ‘Total value’.

7. In this column work out how much each item is worth, by multiplying their price by the number of items. Use this formula:
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8. Now, at the bottom, add a total. Use one of these formulas:


9. Now put the list of items into alphabetical order. Highlight all the cells, and go to ‘Data’, ‘Sort’, then click on OK. Check they are in alphabetical order.
10. The head of the school has also asked you produce a graph of the stock. Highlight your table again, go to the ‘Insert’ menu, click on ‘Chart…’ then click Finish. 
11. Move the chart so it is not covering the table.

12. Save the spreadsheet in your folder.


13. Click on ‘Print Preview’ 

14. If you can see everything clearly, print your work.

15. Fill in the boxes below:

	Write one good thing about using Excel to add up all the food
	Write one bad thing about using Excel to add up all the food

	
	


=Price*number in stock





So for example: =C8*D8








=d8+d9+d10+d11+d12+d13+d14





or 





=sum(d8:d14)











